
-1-

3.0 AMENDED SCHEDULES

This process shows the steps and screens required for an external user to complete the filing of an 
Amendment to schedules, including those that add creditors, in CM/ECF.

NOTE: This Court prefers that amendments adding creditors be filed in the following manner:

- Amendment detailing complete name/address information of creditor(s) 
             

- File separate Certificate of Service showing service of first meeting notice to added         
              creditor(s) 

- DO NOT re-submit schedule(s) affected by the amendment
 

Step 1 - Click on the Bankruptcy hyperlink on the CM/ECF Main Menu Bar.

Step 2 - The BANKRUPTCY EVENTS screen displays. 

Click on Other hyperlink. 
For further information on each of these categories, click the (Help) icon. 
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Step 3 - The CASE NUMBER screen displays. 

  

Enter the case number for the appropriate case. 
Click the [Next] button. 

Step 4 - The EVENTS screen displays. 

Select the desired event, for this example, "Amended Schedules" from the list of events. 

Click the [Next] button. 

NOTE: Type the first letter (A for Amended) and the highlight bar will immediately select the
first entry beginning with A.
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Step 5 - The SELECT PARTY screen displays. 

Select the party that the filing attorney is representing from the list.  
If the correct party does not appear in the drop down box, click Add/Create New Party and
complete the information.  For more detailed information about adding parties, see section on
Adding a Party for instructions. 

Click the [Next] button. 

The ASSOCIATION screen appears next only in the case of first time attorney/party associations
in a case.  
Click the box to show the association between the party and the attorney filer

Click the [Next] button. 
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Step 6 - The SELECT PDF screen displays. 

Select the .pdf file to associate with this event.   For more detailed information about creating
and attaching .pdf files, see section on Attaching PDF Files for instructions. 

Click the [Next] button. 

Step 7 - The SCHEDULES screen displays.

In the field provided, specify the schedule(s) affected by the amendment.

Click the [Next] button.
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Step 8 - The CERTIFICATION screen displays.

Make a selection from the drop down list (Yes/No) regarding whether you are adding creditors,
deleting creditors, changing the amount specified as being owed to a creditor or changing the
classification of a debt.

Click the [Next] button.

Step 9 - The DESCRIPTION screen displays.

Describe the action you are taking in the field provided.  If creditors are being added, specify the
names of the creditors being added.

Click the [Next] button.
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Step 10 - The ADD CREDITOR screen displays.  

You may type creditor name/address information for each creditor being added in the text box
provided.   Alternatively, you may copy/paste multiple address records (up to 10 at a time) in the
text box.  Multiple creditor address records must be separated by a blank space.

Click the [Next] button.

Step 11 - A VERIFICATION screen appears.

Click the [Next] button.
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Step 12 - The FEE screen displays.

Leave receipt # field blank and Click next if you will be paying the filing fee via the internet
(www.pay.gov).  If no fee is due for this amendment, enter NFR in the receipt # field.

Step 13 - The VERIFICATION screen displays.

Click the [Next] button.

http://www.pay.gov).
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Step 14 - The FINAL TEXT screen appears.  

Verify text input.  If incorrect, click the browser Back button to make corrections.  This will be
the last opportunity to modify this submission.  

If OK Click the [Next] button.

Step 14 - PAYMENT SCREEN IS DISPLAYED.  You may have an opportunity to pay the filing
fee now or click on “Pay Later” if you wish to pay this filing fee along with any other filing fees
at the end of the day.  See section on How To Pay Filing Fees Using “www.pay.gov” for details
on how this court will.

Step 15 - The NOTICE OF ELECTRONIC FILING screen displays.  

 


